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I. Reports and Correspondence Hanagsmant

Agency style standaxds,

Gorrespondance bandling procedure., -

Rffective writing styls.

Bngouraging form letters or msmoranduzs and

pattern gorrespendence,

Use of corrvespondence less expensive then typing.
Supplies and equipment used in preparing correspcndence.
Analysis and improvement to the flow and productiom of
oorTe

Reportis mtrci.

II. Fornms

I1I. Records Disposition
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